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SECRETARIAT & SUPPORT 

Purpose: to provide secretaruiatand support 


SUB-DIVISION: PUBLIC PARTICIPATION 

Purpose: To facilitate public participation and 
public relations. 

Functions: 

1 . Coordinate public participation and 

stakeholder engagement. 

Posts 

IX Manager 

IX Public Participation Officer 
IX Public Participation Clerk 
2X Jnr Public Participation Clerk 


Functions: 

1. Render administration support. 
Posts 

IX Deputy Director 
IX Secretary 

IX Driver/Chauffer-vacant 


MPAC SUPPORT 

Purpose: To oversight and account to the 
implementation programmes and plans consistent 
with policy, legislation andtheConstitution 


Functions: 

1 . Exercise oversight over the executive 
functionaries of council and to ensure good 
governance in the municipality and the entities 

2. Conduct research on MPAC. 

Posts 

IX Legal Advisor(L3) 

IX Ftesearcher-vacant(L5) 

IX MPAC Coordinator (L5)-new 


SUB-DIVISION :SECRETARIAT AND 
SUPPORT 

Purpose: To render Secretariat and 
support Services 

Functions: 

1 . Provide support to council 

2. Maintain recordsforcouncil 

3. Provide secretariat services to council 

4. Coordinate capacity building & councilor 

welfare 

Posts 

IX Manager-Vacant 
IXSenior Researcher 
1 X Sen ior Committee Officer 
IX Committee Officer 
1 X Cou ncil Welfare Officer 
6X Committee Clerk-2X Vacant 
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EXECUTIVE SUPPORT 

Purpose: To provide executive support services 


SUB DIVISION COMMUNICATIONS 

Purpose: To manage communications services 

Functions: 

1 . Manage internal and external 
communications. 

2. Promote public relations. 

3. Coordinate event management. 

Posts 

IX Spokesperson 
1 X Media Liasion Officer 
IX Event Officer 
2X Community Liaison Officer 
IXGraphic Designer 
2X Communication Officer 


Functions: 

1 . Monitor the implementation and impact of 
special programmes 

2. Manage internal and external 
communication. 

3. Manage administrative support and 
protection services to the Executive Mayor. 

4. Manage customer care services 

Posts 

IX Deputy Director 

IX Personal Assistant 

1 X Secretary 


SUB DIVISION :ADVOCACY & SOCIAL 
FACILITATION 

Purpose: To render administrative support services. 
Functions: 

1. Render administrative support to the Executive 
Mayor 

2. Coordinate and liaise with external stakeholders on 
behalf of the Executive Mayor. 

3. Facilitate executive support for the Executive 
Mayor and Mayoral committee 

4. Provide protection services to the Executive Mayor 

5. Render social facilitation 

Posts 

IX Manager 


SUB DIVISION: SPECIAL PROGRAMMES/ARTS 
& CULTURE 

Purpose: To advocate on special programmes 
and establish sports, arts and culture services 

Functions: 

1 .Facilitate youth, children and woman 
development 
programmes 

2. Facilitate gender empowerment programmes 

3. Advocate for interg ration of people living with 
disabilities in the economic and social 

mainstream. 

4. Promote sports and recreation development 

5. Coordinate arts and culture activities & 

programmes 

Posts 

IX Manager 

2X Special Programmes Officer 
1 X Arts & Cu Itu re Officer 
IX Sports Officer 
IX Youth Officer-vacant 
IX HIV/AIDS Officer 
IX Programme Clerk 














SUB DIVISION:ADVOCACY & SOCIAL 
FACILITATION 

Purpose: To render administrative support services. 

Functions: 

1 .Render admin istrative su pport to the Execu tive 
Mayor 

2. Coordinate and liaise with external stakeholders on 
behalf of the Executive Mayor. 

3. Facilitate executive support for the Executive 
Mayor and Mayoral committee 

4. Provide protection services to the Executive Mayor 

5. Rendersocial facilitation 

Posts 

IX Manager 


Posts 

IX Senior Execu tive Support Officer 
IX Protocol Officer 
IX Protection Officer 
2X Chauffer 

2X Secretary ( MMC) 


SECTION :ADVOCACY 

Purpose: To render administrative support services. 

Functions: 

1 .Render administrative support to the Executive 
Mayor 

2. Coordinate and liaise with external stakeholders on 
behalf of the Executive Mayor. 

3. Facilitate executive support for the Executive 
Mayor and Mayoral committee 

4. Provide protection services to the Executive Mayor 

5. Rendersocial facilitation 


SECTION: SOCIAL FACILITATION-new 

Purpose:To rendersocial facilitation 
services. 

Functions: 

1 . Coordinate social services 

Posts 

IX Senior ISD Officer 
8X ISD Officer 












DIVISION: AUXILIARY SERVICES 


Purpose:To manage auxiliary services. 
Functions: 

1 . Records management 

2. Manage fleet & facilities. 


Post 

IX Manager 


SUB-DIVISION: RECORDS MANAGEMENT 


Purpose:To safeguard the municipal records 
Functions: 

1 . Render photocopy services. 

2. Maintain registry and archives. 


Posts 

1 X Sen ior Records Officer 
2X Admin Officer 
2X Registry Clerk 
3X Photocopy Operator-2X Vacant 
2X Messenger-1 X Vacant 


SUB-DIVISION: FLEET MANAGEMENT 


Purpose: To monitor and cordinate fleet, services 
Functions: 

1 .Maintenanceof fleet 


Posts 

2X Fleet Officer- 1 Vacant 
6X Fleet Clerk 


SUB-DIVISION: FACILITIES MANAGEMENT 


Purpose:To monitor and maintain facilities 
Functions: 

1 .Maintenance of facilities 


Posts 

IX Facilities Officer 
2X Handyman-1 new 
19XGeneral Worker-3 new 
IX Electrician-new (L1 1) 
IXPIumber-new(LII) 
















DIVISION : ORGANISATIONAL EFFICIENCY AND 
DEVELOPMENT 

Purpose: To promote organisational 
development. 

Functions: 

1 .Organisational design 

2. Develop procedure manuals. 

3. Conduct job evaluation 

4. Form design 

Posts 

1 X Manager- Vacant 


SECTION ORGANISATIONAL 
DEVELOPMENT 

Purpose:To promote organisational 
development. 

Functions: 

1 .Organisational design 

2. Develop procedure manuals. 

3. Conduct job evaluation 

4. Form design 

Posts 

IXSnrOD Officer-new 
2X OD Officer-1 new 
2X OD Clerk-1 Vacant 


SECTION: HUMAN RESOURCES 
DEVELOPMENT 

Purpose: To render human resources 
development . 

Functions: 

1 . Compilation and Implementation 
of WSP 

2. Coordinate training and development 

3. Manage external and internal bursaries 

Posts 

IXSeniorTraining Officer 
2X Training Officer 
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